- A,

T
Mg
AT AL N B
#o R = A

oy ¥ -

CerORGAr\T &C

Quality-Certified Training of Farmers on Organic Agriculture

CerOrganic MOLE Platform

Trainers Handbook

http://cerorganic.moleportal.eu/

i /// With the support of the Lifelong Learning Programme of the European
* * — . . . .
* * "V/ Union. This project has been funded with support from the European
Tk . Commission. This publication reflects the views only of the author, and
Education and Culture DG

the Commission cannot be held responsible for any use which may be
Lifelong Learning Programme made of the information contained therein.



CerORGArﬂ&C

Editors:

Madalina Oana Translation and Communication Expert

Ungur

vassilios . Agricultural Biotechnologist, PhD Agro-Know Technologies,
Protonotarios Greece
Charalampos MSc Agronomist — Certified trainer of

Thanopoulos farmers

This work is based on the Deliverable D3.2 “Orgaviednet Web Portal Deployment”,
developed by the Laboratory Of Distributed Multinreethformation Systems and Applications
of the Technical University of Crete (TUC/MUSIC www.music.tuc.gr during the
Organic.Mednet LdV projectMww.organic-mednet.gu

The CerOrganic project is co-financed by the Euapp€ommission within the framework of
LdV programme.

Contract number: 504387-LLP-1-2009-1-GR-LEONARDO-M



CerORGAHﬁC

Table of contents

TABLE OF CONTEN T S ..ottt e et e ettt e e ettt e e e e ett e e e e eee b e e e e ettt e eeeestan e eseetaneeseerananns 3
TABLE OF TABLES .....oo ittt ettt e e ettt e e e ettt e e e e e et e e e e e s ettt e e e e e saa e eeesstaaeesestanseesenrnnnnnns 5
1 OVERVIEW OF THE CERORGANIC MOLE PLATFORM ....cccit it 7
1.1 WHAT IS THE CERORGANIC MOLE PLATFORM? ....uiiiti it e et emmmm e et e et e e e et e e et e e et eaeanaeaes 7
1.2 WHY USE THECERORGANIC MOLE PLATFORM? ...oitiiiii ettt mmmme e et e et e e et e e et e e eanaeeean 8
1.3 TYPES OF USERS ON THEERORGANIC MOLE PLATFORM ....couuiiiiiiiiiie et et e e e e e e ee e 8
1.4 YOURCOURSESERVICES ON THECERORGANIC MOLE PLATFORM ......ciiiiiiiieeiiiii i e ceei e e et eeeeeannn e 9
2 HOW TO SET UP YOUR OWN COURSE ON THE CERORGANIC MOL E PLATFORM? .............. 13
2.1 NORMAL VIEW VS, EDIT . iiiiiiiiiiii et e e et re e e e e e e e e e e et e e e e et e e e s eata s e e e ea b e eaeestaneeeeesnnnaaaaes 13
A =TI I = = P 31
2.3  REQUEST ACOURSE....uuu i iitittiieetettee e e e eet e e e e et teeaeeesaa e eee ettt e eeeaat e eeeeastanseessstanaaaeestanaeeestnnaeeeesnnnnss 15
2.8 COURSE SETTINGS. .. ittutettteeitt ettt e ett e e et ee et e e et aaeat e et e e st aesanesasnaesteaesnsassanaastanaeesneesnneastnaaeennaes 16
2.4.1  ENADLIING COUISE SEBIVICES ....cciiiiiiiiiit ceeeeem ettt ettt e e e e e e e e e e e e et e e e e eb bbbt eeeeeeeaaaaaaaeeaaeaaaaannnsenereeeeees 17
2.4.2  CoUISE AQMINISITALOIS ..uuuiiiiiii e eeiit e e e ettt e e e ettt e e e e e et e e e e eateeeeeeesa e eesetaaaeeessaaeeeeesnnnnns 17
2.4.3  DesCription Of the COUISE .....coiiiieit ettt ettt e e e e e e e e e e e ettt e e e e e e e e aaaaaaaaeaaaaaanan 18
2.4.4  InfOrmation ON the COUISE ......uiiiiiiiii et ettt e e ettt e e e e e eaae e e e e e et e e e s eaba s e e s eeban s 19
245  ACCESS L0 thE COUISE ..ouuniiiiiiiie et eee ettt e et e e e e ettt e e e e ettt eeeeesaaa e e e setaa e aeesertanaeesessanaaaeens 19
2.4.6 Registration t0 the COUISE........ccoi i e e e e s eeeeeees 20
2.5 HOW TO CREATEANNOUNCEMENTS. ... . ttttttteetetttteeeeettteeesestteesesanntneessatanaeerattaessertnaaesertanieeeernnnns 21
2.6 HOW TO USE THECOURSECALENDAR ... .ccttuuieetittttieetettiieesestnneeesssssnnseessstanseessstnnaessssaaeesersnaeesersnns 23
2.7 HOW TO USE THEMAIL SERVICE ...uuiiiiutiieesittieteeetttaeeeesttaeeessaaaanaessestnnsaessstantaeseataneesestanteeseennnnanaeees 24
2.8 MANAGEMENT OF THEDIGITAL CONTENT L1uuuiiiiitiieet ettt eeeeetieeeeeett e e e seeananeessstaneeesetanaeeessnneeeesannanss 25,
2.9 WHY ENABLE ANNOTATIONS ...uuuiitittteeeettttseesettiseeseetan e esesaasanseesastanaeessstanaeseetanaesesraniaeseresssnneeesenes 27
2.10 HOW TO USEWORKSPACES.......uiiitieiiteeettie et ee e et e e et e e e et e e et e e et e e e et e ssaesetaeeatnaeennnaaestnaeesnnns 28
2.11 HOW TO CREATE AFORUM ....cuuuiiitiieiiiee et e et e e e e e e et e e et e e et e e et e e e et e e st e eeta e eannssssnnaaessnaaesnnaaes 29
2.12 [ 01V e U] = O . PRSPt 30
2.13  HOW TO CREATE AFAQ SECTION. . uuuuttittttueeetettuaeesestunaeesestuseeaastessnaeeeastnaaesestteesestaesesraaaaaees 31
2.14 HOW TORATE YOUR STUDENTS ON THE COURSE.....cuuuiiitieiiiieeit e et eeetee e et e eesnaeeeteeeateeeanesetaaeannns 33
2.15 HOW TOASSESS YOUR STUDENTS....tuuuietitttteeetettieeesestanteessstanaseesssntnaesssstnaesssstanseesestanseesessnnnenns 33
2.16 HOW TO USE THECOURSE STATISTICS .u e tttttuteetettttieeeeetiteeesestnnaeesesanninseessstnaeesesinaeesesteesesrs 35
2.17 HOW TO CREATE A SCHEDULE FOR RESOURCHRESERVATION .....uuiiiiiiiieeieetieeeeerinnseesesinnseesssennneeaees 36
2.18 HOW TO USE THEPRESENTATIONROOM. .....uuuiiiiiiiiiiieeieiiieeeeesieeeeeetaaeeaeesettaaeeseatanseesestanaaeeestanaaaees 7.3
2.19 HOW TO USE THEVIDEO CONFERENCE ... ..civttutieeiittiieeteetiseeeeettasaeseesantasesessnaeesessanaeeestnnaaeeessnnnnns 38
2.20 HOW TO SEARCH THROUGH YOUR COURSE ....u.ciiitttiieeietiieeesestineeesestnnseeeesessnaeessssnneessssnnaeesssnanaessenes 40
3 ANNEX: DESCRIBING RESOURCES WITH METADATA USING MOL E PLATFORM ................. 41
4 USERFUL LINKS ..ottt ettt e ettt e e e ettt e e e e ettt eeeeeeaat s e e s ee b e e s eeban s eeeeeraanaeesersannns 50



CerORGArﬂ&C

Table of Figures

Figure 1.1. CerOrganic MOLE INSLANCE ....... .o eeerernnnniaaaaeeaeeeesseeeeeresssnnnnmnnnnssrnnnnnnans 7
FIgure 1.2 Main COUISE PAJE ... .ccceieieeeiunnuaa e e e e e e e e eeeeeeeeeetettastsaa s s e e e e e aaaaaaseaaaaaaaaeeeeeeensssnnnns 10
FIGUIE 1.3 COUISE SEIVICES ...ciiiiieeeeieieieemeneeetttttaasaaaaaaeaaaeeaeeeeasssssssnnnnnsssssssnnnaaaaaaaaeeeeeees 11
FIQUrE 2.1 USEr reQISTIAtION ......uuuieiii ettt ereee e s s s e e e e e e e e e e e eeeeeeeennnnnns 14
Figure 2.2 User registration appliCation ....ccccceeooioieeeeeiiiieiieeeiss e eeeee e e e e e e e eeeeeaanens 14
Lo [ TR ae S o I o PP 14
FIGUIE 2.4 NEW COUISE TUN ....ceiieeeeeeeees o s+ttt saaaaaeaaeaaaeeeesseeennnsesesssssssnnnnnnnneeeaens 15
Figure 2.5 NEW COUISE IN PrOGIAIM .....uuu. i ammmmmmeeeeeeeeeaeeeeeeeesauesnnnnaaaaaaeaaaaaasaaaaaaasaeeeseeesnnes 15
FIQUIE 2.6 LISt Of COUISES ..civiiiiiiiiiiieiie e ettt e e e e e e e e e e e e e e e e e e e e e e e e eeneeeannn s 16
FIQUIE 2.7 COUISE SEIVICES ....ciiiiiiiieitieieeeeeeettttitaa s e e e e e e e e e e e e e e aeeeesssetbnnnnnssssssn e aaeaeeaeeaaeaeas 16
Figure 2.8 AAMINIStrators Of the COUISE ... errrrrriiiiiaiieeeeeeeeeeeeeeeeeeeeseeenne e as 17
Figure 2.9 Add administrators t0 the COUISE ... 17
Figure 2.10 DesScCription Of the COUISE ......mmmmmmm i eieeeeeiieiee e eeeee e s e e e e e e e e e e eeaeeaanees 18
Figure 2.11 References/linKS fOr the COUMNS . iiaiiiiiiiiiiiiiiiiiiceee e 18
Figure 2.12 Information fOr the COUISE ... e 19
Figure 2.13 ACCESS 10 the COUISE..........commmeeeniaaaaaa e e e e e e e e e e et eeeeeeebbb s esare e e e e e eaaaeas 19
FIQUrE 2.14 REQISIEIEU USEIS .....eceeeeeet o s e eeeetastssaassassaeaaaaaaaseeesseeennsseeesssssssnnnnnaeeeeens 20
Figure 2.15 RegiStration rEQUESTS.........ocoeeeeeieiiiiie ettt a e e e e e 20
Figure 2.16 Insert/INVite USErs t0 the COUINSE .. 21
Figure 2.17 Deadline for USer regiStration .. ....eeeereeeemeiiiaeee e e eeeeeeeeeeieeeeee s 21
Figure 2.18 Create NEeW anNNOUNCEMENT .......cuummmmmeseeeeeeeeereereeeeerensnnnnnnn s amaaaessaeaaeaaaaseeeees 22
Figure 2.19 List Of aNNOUNCEMENES .......oeiieiiiiiii et eeeee e e e e e e e e e e eeeeeeees 22
Figure 2.20 New event in the course calender................ouvuiiiiiiiiii e 23
Figure 2.21 Event listed in the calender.............oooo e 24
FIgUre 2.22 Send NEW MESSAUE .. ... oo e eeeeeeeeeeeeessssnsnnnnnaaasseaaasaasaaasaeeeseeesseeesmmmmnne 24
Figure 2.23 Digital content ManageMENT ..........uiiiiiiei e 25
Figure 2.24 Directory Of USEfUl dOCUMENTS.. e coeeeeeeeeeeeeeeeiieeee s erreeen e e e e e e e 25
Figure 2.25 Insert/Upload a dOCUMENT .........oooiiiiiiiiiiiiiiee s 26
Figure 2.26 URL of course material.........cccceeeiiiiiiiii s eeeee e e e e 26
Figure 2.27 Search 0ld COUISES ...... .. et 27
Figure 2.28 DOCUMENT @NNOTALIONS ......uvviieeeeeeeeeriiiiiiiss s e e e e e e e e e e eeeeeeeeeeesrennnneeeesnnnnnn e eeens 27
Figure 2.29 WOrKSPACE SEIINGS .....cevieiiieeieieeiiiiiiiiiiiiiaaa e s e e e e e e e e e e eeeeeeeeneenneeeeseseennnaa e eeeas 28
Figure 2.30 Manage WOTKSPACES .............ceummmmmseeeeeeeeeeeeeeeeeesstnnnnnaaaaeesaaaaasssaaaaeasseeessemnnne 29
Figure 2.31 Create & fOrUm TOPIC ......... e eeeeeeittiniiaaas e e e e e e e e e eeeeeeeeeerneenneeeeseseennnna e eeeas 29
FIQUrE 2.32 FOIUM tOPICS ...ccoeiiiiieeeeeiteeeeeee ettt s e e e e e e e e e e e e e et e e eeeae et nnnnnessssssn e aeeeeaaaeaaaaees 30
Figure 2.33 Course forum VIEW iN @It MOUE . ceeeeeeieiiiiiiiiiaiaaee e e e e e e e eeeeeieeeeeeeeeeeeeeaeenens 30
Figure 2.34 Create a NEW Chat TOOM ...« e 31
FIQUIE 2.35 Chal FOOM ...ueiiiiiiii et e e e e e e e e e e e e e e e e eeeeennnnnes 31
Figure 2.36 FAQ NEW CALEQOIY .....uuii et eeeeeeeeeeeeasetaasnnasssaaaeaeeeaaaaaasaaaeaseeseesesssmnnnns 32
Figure 2.37 Add new question iN FAQ ... .o e 32
1o [ R 1 N [ TSY =T A = LT o 33
Figure 2.39 Create NEW aSSESSIMENT.......cuuuueii e e e eee ettt eeaaa e s e e e e e e e e e eeeeeeeeeees 34
Figure 2.40 Add qUESEION t0 @SSESSIMENT ....eeemmmmmieiieeeeeieeiieeeeiteit e eerre e e s s e e e e e e e e e e e eeees 34
FIQUre 2.41 COUISE SEALISTICS .....eevvvrrrteeaaeeieiiiiiiiaraae e e e e e e e e e e e e e eeeeeetebbennnnssssaaa e e e e e e e eeaaaaeas 35
Figure 2.42 Create schedule for reServationS..........oooooeeeiiiiiieceeieie e 36
Figure 2.43 Create new resource in reservationgo{ild be better to add some text in Resource
L SR g Lo B TS E Yo o] 1o ) 36
Figure 2.44 Editing reServation’s SEIHNQTS . «.vvrrrrunuiiraeeeeeeeeaeeeeeeeeeiessiennnneeseennnnnnns 37



CerORGArﬂ&C

Figure 2.45 Create @ reCONIING .....uuuuueuiieaes e e e e e eeeeeeeeeeeeeeaetasnnaas e e e e e e eeeaaesaaaaaaeaaeeeseennnsnnnnns 38

Figure 2.46 Presentation FOOM ...........oiiiiiiuuuuiiiiiaaaa e e e e e e e e e e e e eeeeeeebbbesnnaseeaa e e e e e eeeeaaaas 38

Figure 2.47 Create a video CONfEreNnCe rOOM .......ccovviviiiiiiiiiiiiee e e e e e e e e e e e eeeeeee e eeeeeaannnees 39

FIgure 2.48 VIidE0 CONTEIEICE .........uuu s s s e e e e e e e e e e e e e e e eeeeeebbb s maas s a e e e e e eeeaaaas 39

FIQUIE 2.49 SEAICN COUISE .......coiieeeeescommmme et s s e e e e e e e e e eaeaeeeeeesssesannnnnssssssnnn e e aaeeaaeaaaaees 40
Table of Tables

Table 1.1. Types of MaNageMENt SEIVICES ..coeeeieeeeeeiiiiiiiiaas e e e e e eeeeeeeaeeeeeeeeeeeeeennernnnnn 9



SR TN

-
7

CerORGAﬂC



CerORGAN[C

1 Overview of the CerOrganic MOLE Platform
1.1 What is the CerOrganic MOLE Platform?

The CerOrganic MOLE Platfornhitp://cerorganic.moleportal.gus a multilingual multimedia
information system for managing courses, supportiegrning processesand learning
communities through the Web. More specifically, the CerOrgaMOLE Platform fosters
distance-learning by enabling communication betwegors/trainers and students, cooperation
between students and access to coursework infamatd digital training objects (DTOSs). In
doing this, the CerOrganic MOLE Platform suppohte tombination of traditional classroom-
based lessons and practical sessions, with self+stad e-learning.

The CerOrganic MOLE Platform is an instance of MOLE (Multimedia Open Learning
Environment) platforrh initially developed to support education and oige laboratory
processes and learning communities for the needseoElectronic and Computer Engineering
Department of the Technical University of Creté://www.ece.tuc.gr The central installation
of MOLE is available athttp://www.moleportal.eu

The CerOrganic MOLE instance provides access tanaovative quality-certified training
program for professionals in the field Organic Agiture and can be either accessed from the
corresponding link of the central installation giveabove or directly from:
http://cerorganic.moleportal.e(Figure 1.1).

Figure 1.1. CerOrganic MOLE instance

1 MOLE has been developed by the Laboratory of ibigted Multimedia Information Systems and Applicat of
the Technical University of Crete (TUC/MUSIC - htfp/ww.music.tuc.gr)
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1.2 Why use the CerOrganic MOLE Platform?

The CerOrganic MOLE technological infrastructurevpdes:

education support by introducing new technologies

fast and effective information for learners

an intuitive environment providing learning senace

effective support of educational communities

uniform presentation of courses and support of sEsiseries

presentation of curriculum

organization of a large volume of digital educasibmaterial and search service
possibility of reusing materials and self-learning

coverage of individual needs in the educationatess

dynamic presentation of statistics and performandieators for the courses
interoperability with other educational systemswitie SCORM export feature

Specifically, platform offers a set of services. for

the organization and management of digital edueatiocontent (Lectures, notes,
exercises, technical lab material, FAQs etc.)

informing learners (Announcements, Calendar, liteeg personal rating etc)

learning communities (Mailing lists, live chat rosnfiorums, personal messaging, instant
messaging, annotation tools)

supporting educational activities (Registration dourses, formation of lab teams,
exercise uploads and deadline management, assddssteh

monitoring services (Course usage statistics, gdag®rmance indicators)

The technical development of the system was dorsuah a way as to ensure the following
requirements:

Support for large volumes of information and scéitgb

Easy future development of new educational services

Development of functional graphical user interfacgghly responsive and easy to use
Development of mechanisms for security of use atd drotection

1.3 Types of users on the CerOrganic MOLE Platform

On the CerOrganic MOLE Platform there are sevesal woles with access to different arrays of
management servicesite users, course administrators, site adminisirsit

a. Site users

Site users are normally the students/learners Hhaé access to the course material and are
informed on the progress of the courses that istehem. They have the ability to communicate
with other users, create working groups, uploadr terk on the platform and many other
services.
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b. Course administrators

As trainers/tutors you will be granted Course adstiator rights, that will give you access to
additional management services such as the creatidrpublication of announcements, sending
email to individual or group of users, uploadingdoicuments on the platform, creation of new
courses by sending off a request for new course. rElquest is recorded in the system and
processed by system administrators.

c. Site administrators

Site administrators are able to manage trainingo@erby creating or deleting semesters and
choose which information services will be activenot. Site administrators are able to approve
or reject the creation of new courses; search psgeiste or edit their data; approve pending
requests for new users and also have the abilibgdoitor the connections in the system, where
information about the user data is displayed, biséntry time and end time in the system, as
well as the pages that were accessed by the utie Bystem.

The following table summarizes the services avalabthe three different types of users.

Site user Course administrator Site administrator
User Profile Management User Profile Management r Bsafile Management
Personal Messages Personal Messages Personal Bressag
Users List Users List Users List
Announcements Announcements
Email Email
Document Management Document Management
Course Creation Course Creation

Site Settings

Course Management
Study Guide Management
User Management
Connections Monitoring

Table 1.1. Types of management services

1.4 Your Course Services on the CerOrganic MOLE Platform

As course administrator in CerOrganic MOLE Platfoyou have the ability to enter or edit the
description of the course, to enter informationwlibe teaching of the course (e.g. class rooms,
time, teaching assistants, etc.), and to uploacemahton the subject matter, bibliography and
useful links. All these elements constitute a catlpresentation and are directly accessible
from the main page of the course (Figure 1.2).
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Organic Standards

Services OM2 - Description 2010-03-03 / 2010-08-31
|ﬁ\ Course Page The aims of the Module are to develop the knowledae and skills which the

. : learner will require to cornply with the principles and practices of organic o IV D& pragean
|_ RARAR eI e HE production as reguired by certification schemes., e oA
o R Tty The Module is designed to help learners = g 3
Lnd

B cauree Mail s understand the specific requirernents of the organic certification o gi S ion is requirad

= schemes which operate within their own country and the overarching &%

tﬁ Digital Content E Regulation 2092 / 91; Registration Deadline:

« apply these requirements in planning the operation of a wnit  ©pen

M workspaces according to these requirements;

o ¢ developing a plan for conversion of a unit or enterprise to satisfy the =™

up Forums requirements of a certifications scheme

T chat ; " @ References - Links

P The principles are developed through a case study in a particular enterprise
@ e of relevance to the learner,

= The unit provides opportunities to demonstrate key skills in communication o

A Rating and problem solving, c“é';“ ctE=c Rtk
9 &2
& search T

= Instruckor Charlie Wannop ¥ 35
3 assessmant = is

-~ Assiztants Aenia Arapi 0_
¥ prazentation Room .

L Teaching Wednesday 11:00 - 13:00, Roorm 141411 i oy
M8 Video Confarance E oppeit Henia Arapi (xenia @ cedtucgr) Months (2010-03-03/2010-08-31)
F My Courses Friday, 10:00 - 11:00, Office 1414.12.3

£ Periods

Z2010-2011
P zo09-2010

Figure 1.2 Main course page

To support training the platform provides you asuGe administrator with a set of services,
aiming to improve communication and cooperationptovide better information and remote

access to course materials, as well as automatioeagssary training procedures and support
and creation of learning communities.

The following services are available:

Announcements

Course Calendar

E-Mall

Lectures Management

Notes Management

Useful Documents Management
Documents Presentation

Annotations

Lab/Projects

Exercises Upload

Discussion Forums

Chat

Course/Lab FAQ

Grades Management and Presentation
Content Search Service

References — Useful Links Management
Assessment Tests

Scheduling - Reservations

Course statistics

Exporting course material to SCORM
Multimedia Presentations

Video Conferencing and Collaboration Service

10
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As Course administrator you can choose which off@tHewing available services to activate in

order to enhance the educational process (FigGje 1.

Organic Standards (OM2 - 2009-2010)

O

Rating

Search Serdice

Manage course ratings (final exams, lab exercizses). Rates are visible only to
interested registered users

search service of course material
Marsna infrrmating valabad +a tha litarativa o tha mnoees e mall ae ieafil linke +a

Update

Management Options b‘, Services sdministrators Description Infarmation Access Registration
‘:} batlingss Course Services
u Announcements Active Service Description
Calendar tp Course Prasentation Present/ manage Course :
E-mrail tp Announcerments Present and Manage course announcement
] J Digital Content tf.; Course Calendar Create - Manage course events
Warkspaces & Mail Service Send email messages to course users
Forums tp Digital Content Service for storing and managing of course digital content
SHE {n‘ Wotispaes Support of Labs and Projects, Se_,tting up working groups. Storage and
FAG management of uploaded material
AécasEmiant [ Uplead work Ability of electronic upload of homework and projects
Course Statistics {l‘.‘ Forurms Support for virtual discussions among registered course users
'*“i’ Presentation Room {f,; hat Support of live text chatting among reqistered course users
{f} ST .Ellrgfgs;li:t%oor;slides and tutorial notes for the dynamic presentation through the i
{r‘ User Annatations on-Presentatons -Qbi‘lity to insert comments or notes on parts of the presenta‘t\uns {Lectures, Nutesj
¥ reqistered users
{fz Course FAGQ Creation and presentation of frequently asked questions about the course

Figure 1.3 Course services

11
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2 How to set up your own course on the CerOrganic MOLE
Platform?

2.1 Normal View vs. Edit

On the CerOrganic MOLE Platform there are two ddfé modes: Normal View

£R site [Normal View] [RSE=R T

While learners can access the Normal View, youcasse administrator can use the Edit mode
in order to manage your courses. In order to erplbe Services offered for your courses you
need to select Edit mode.

In order to navigate from one service to anothey. gom Announcements to Forum) go back to
Normal mode and select the service you want tosacde start editing the new service selected,
click Edit.

On the Edit mode you will normally encounter thédaing symbols:

<+ - Create/ Add
¥ - Delete/ Cancel

7 - Edit

2.2 Register

In order to start your activity on the CerOrgani©OME Platform, go to:

http://cerorganic.moleportal.eu/

If you do not have an account on the CerOrganitfgrta, select thdJser registrationoption
(Figure 2.1).

13
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Login to MOLE

- Sign in as registered user

Username || |

Faszzword | |

Loginm

O Sign in as Temporary User (Guest) [Login]

Lj I hawve not a user account [User registration] I

% I do not remember my passwaord [Eetrieve]

Figure 2.1 User registration

Complete the following categories by providing ydlame, Surname, Email Contact, Phone
Contact, Username and sel&ctbmit Figure 2.2.

Register

_ 14 Please fill in your details in the form below to request an account on this Site.
w " Please be sure to correctly fill out your e-mail address.
&fter your registration request you will receive an email canfirming the sucecessful submission,

Your request will be processed and you will receive a message to your email address with the necessary information for
Organic.Mednst Training Site IO

Organic.Mednet is supported by the MOLE
Educational Flatform

1w User Registration Application

Update

Name | Xenia |
26 March 2011 :
[OM3] Marketing Srganic Produce — ‘ Arapi |
23 March 2011
[test0z] test-xeriia Email Contact ‘ xenia@ced.tuc.gr |
22-March 2014
[Or43] Organic Standards I Phone Contact ‘ 00302821037431 |
28 January 2011 Username ‘7 i
[©raa] Filat training course for agricultural {up to 16 latin characters) _XEE |
professionals, adwisors and trainers ($th-12th ——
of Mowember 2010, Adana, Turkey) User type \ OMuser & |
20 January 2011 Sabnnt

[ZT-01] Organik. Bal Oretimi

Figure 2.2 User registration application

A first email will be sent to the email account yided, with the following message:

Your application for creating a new account at @erOrganic MOLE platform has been registered.
You will be notified with a new message in thisieadress for the activation of your account

After your registration request is approved byddeninistrator of the platform you will receive a
second email confirming the activation of your [deof

At this point you are able to log in on the platfousing your Username and Password. After
your first log in to the platform, the system prdsigou to change your password.

- Sign in as registered user

Username || |

Password | |

Logimn

Figure 2.3 Sign in

14



CerORGAN|C
2.3 Request a Course
In order for you to create a new Course on thdqgiat, go to:
Start = Site[Edit] > Requests> New Course Creation Request

as illustrated in Figure 2.5. The Course Requedt vd sent to the administrator of the
CerOrganic MOLE platform that after examining tleguest will decides to approve it or not. In
case of approval, the administrator will grant yGourse Administrator rights. You are,
however, able to further add other administratorydur course, by granting them this right
yourself.

When creating a New Course you have several opaisrisllows: a. to add a new independent
course by selectinjew Course Ruh. to add a new course as part of program by thedeldew
Course in Progranor c. to create a course from a previous one alreadyadl@ion the platform
by selectingCreate from previous courses.

Mew Course Run |E|
Select

Mew Course Run
Mew Course in Program

Figure 2.4 New course run

In the case of the CerOrganic Spring School, tngirthere is the possibility to create a new
course as part of the PrograderOrganic Training of Trainers Spring Schanlthe Category
Vocational Training in Organic AgricultureAdd the Course name, Code Code and a short
description of the course and select Submit (Figusg.

Logged in as user Mada

Create Course “B My Courses [Normal View]

Course |
Sl Code |

Period -

Management Options |ﬁ_ New Course Request Create from previous courses
{f} Site Settings
- Mew Course in Program E|
%= Courss Management
Program P

|1 oy aate CerOrganic Training of Trainers Spring School |Z|
|_; PR & Category | Vocational Training in Organic Agriculture |Z|

Course | W
a Forum | |

{
N
3
L

User Management

Site Documents

Connection Log Description

Manage Langusges

=T

Submit Cancel

Figure 2.5 New course in program
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After being reviewed and approved by the administrgour course will be displayed in the
Course list (Figure 2.6).

COURSES |
-
Course Catalog rd
Services = =
= [ programs El S course cataos
E] Coursa Page -
vap Code Title Last Period Instructor
: (=] C532.3 Course Management Platform (MOLE) 2010-2011 A A
J) Diital Contant ANV ==
E . Designing a course with eLearning
] 4 ) cs21.1(a) components-Theoretical and 2010-2011 Smith David
‘; Pedagogical design 7 Free access to
i = A . iscuss ctiveness course material
L) 7y ) sata(e) DII_ u: _mg—the _eFFe"tl eness of an 2010-2011 L
/ eLearning course ?‘ Access allowed
53‘ f) c3z2.1 Introduction to Metadata 2010-2011 only to registered
= - — - - users
EL ) csaza Introduction to the training scenario e — PBrotonotarios
ﬂ My Courses concept Vassilis
- 74 ) caz Crganic Farming 2010-2011 e =rmErn L
Periods °) f} c532.2 Organic.Edunet Web portal 2010-2011 Pratanstarias
: SRS e / Free registration
» 2010-2011 =Y A — Preparation of short presentation on a e _— Protonotarios < g
Qg : developed scenario Vassilis {..’j‘ Registration
7 ca Test 2010-2011 confirmation is
4 . c . required
o A . The importance of planning the ~ B -
74 ) cs531.1(b) elearning coures 2010-2011 d giiglgltgatmn is
= A Using open educational resources to ~ Protonotarios
W | cseaa support scenarios 2010-2011 Vassilis
- . Working on a training scenario: Erslenreres
Fa §7) cs3z.2 Elaboration and adaptation of an OA 2010-2011 e o

Figure 2.6 List of courses

2.4 Course settings

A number of Services are available to you as Coudeinistrator under the following
categoriesServices, Administrators, Description, Informatidwgcess, Registratiorin order to
access these services go to:

Courses—> Select your course> Course[Edit]

Introduction to the training scenario concept (C533.1)

Management Options | {It Services Administrators Descripbion Information Access Registration I
‘:"3 Settings

Course Services

e = i T
I_ Active Service Description
3 tp [¥] ‘Course Presentation Present/ manage Course i
m {f‘ D Announcements Present and Manage course announcement
- =
= |_| Course Calandar Create - Manage course events
tg [¥] Mail Service Send email messages to course users
tp [¥] Digitzl Contant Service for storing and managing of course digital content B
] erbepacas Support of Labs ar!d Projects. Setting up working groups. Storage and management
of uploaded material
[T Upload work Ability of electronic upload of homework and projects
{g ¥ ‘Forums Support for virtual discussions among registered course users
tp [#] chat Support of live text chatting among registered course users

Processing of slides and tutorial notes for the dynamic presentation through the

7] ‘Present Slides-Notes MOLE platform

Figure 2.7 Course services
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2.4.1 Enabling Course Services

In the first category, Services, you have the iltyi to choose which of the following
available services to activate in order to enhaheesducational process. Select the ones that suit

your training needs from their corresponding boxed selecUpdate The selected services will
be then displayed on the left side menu of yours®u

2.4.2 Course Administrators

Both the CerOrganic platform administrator and ysucourse administrator have the right to
manage the administrators of your course.

Introduction to the training scenario concept (C533.1)

<& Course [Normal View]
Management Options Services L. Administrators Description Information Access Registration

g 5
& Settings Course Administrators

o
I_ Course
p— Instructor ESl Hre Username
- = ® Protonctarios Vassilis it

Figure 2.8 Administrators of the course

Select Add+ and choose from the list of users the ones that would like to add as

administrators of your course. At any point you camove the administrator rights from a user
¥,

Logged in as us

Introduction to the training scenariec concept (C533.1)

4% Course [Normal View]
Management Options Services &2 Administrators Description Information Access Registration

*’ -
::5 Settings Course Administrators

I: Course

- Instructor e Username
- [} ® Protonotarios Vassilis vprot

- 5 Search

= @

&? Categories

[
Mgy I:I

. All
starts with: Search Clear users

SYSTEM
“. Users (1to 5 out of 24)
— .
Favorite Usars
Full Name Usernama Ragister Date
admin admin admin 25 February 2011
Arapi Xenia xenia 10 March 2011
Dimaoleni Vanessa Dimoleni 18 March 2011
Ehlers UIf EFQUEL 12 April 2011
Fiserova Lenka Lenka 14 March 2011

Pages: 1|2 [ 22151 » »n

Figure 2.9 Add administrators to the course
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2.4.3 Description of the Course

In this section you can edit the description of @wurse and also you can upload a syllabus for
the course (Figure 2.10).

Introduction to the training scenario concept (C533.1) “R Course [Normal View]
Administrators [¥  Description Information Access Registration

Course Description

' References-Links

T
Cuurse!lntroductiun to the training scenario concept

Management Options Services
&) settings

Course Cude! C533.1

de g =

TitIe:!Intdeuction to the training scenaric concept

[T

Oz o ==

E!I Format - |Fontfamiy = |Fontsize -
=[[ = [ A 2 ]

Description  1oiing scenarios provide an alferative, inferactive way of iraining, as they consist of |i|
a set of activifies that include not only the traditional lectures and presentations but

visits, hands-on exercises and interactive activities as well. They describe a training

activity, where the focus and starting pointis a real life situation and not a theory A

L s P e b bemimbme el il e i el e e enifan e e ke

If you zelect a new flle the old one will be overwritten

|MJ No file chosen

[Download file ._"‘] [31

cullab
¥

Update Cancel

Figure 2.10 Description of the course

Additionally, if you have enabled the service Referes-Links, here you can complete the

corresponding section or simply insert Referenakedlifrom previous periods, if available, by
selecting the tab on the bottom (Figure 2.11).

Intreduction to the training scenario concept (C533.1)

“® Course [Normal View]

Administrators [#] Description Information Access Registration

Course Description

Management Options Services
{:‘3 Settings

|_f' :
-
a2 Course Info, References, Links
1 [alje £ m m\\% = = =|| Format ~ Fontfamly - Fontsze -
; [ aBRgEE ==« I ([ A B2 ] rme]
= FEEE e e
Introduction to the training scenario concept
References
1. L]
3 i
2. [.d
Links

+ lotoydooc MoBnudroy
e ZivBsopocl
.

Insert References / links from previous p

Update Cancel

Figure 2.11 References/links for the course
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2.4.4 Information on the Course

In this section you can complete information regagdhe Course such as:
- Trainer of the Course (Figure 2.12)

- People additional support staff

- Teaching information such as teaching hours, rooms etc.

- Support: additional information about tutorial hours, rognoffice hours, lab hours, practice
location etc.

Introduction to the training scenario concept (C533.1)

4B Course [Normal View]
Management Options Services Administrators Description Access Registration
@ Settings

) Course Info

| Trainer | | People || Teaching | | Support |
Enter the necessary info for the trainer - instructor of the course (name title,contact)
Title: ilnstruc:tor: Dr. Vassilis Protonotarios |

;‘_jj“‘ =

|JB r U ﬁSGHE = = || Format ~ Fontfamily |~ Fontsize | |rm

Dr. Vassilis Brotonctarios has s 5-year bachelor, & 2-year M.Sc. and & 4-y=ar PhD in
Agricultural Biotachnalogy, all from the Agricultural University of Athens (Gresca).

[ »

He is a Scientific Associate of Agro-Know Technologies.

He has professional experience in the field of Organic Agriculture, both as an officer in
the Directorate of Organic Agriculture of the Greek Ministry of Food and Rural
Development as well from his participation in varicus EU projects concerning Organic

Update Cancel

Figure 2.12 Information for the course

2.4.5 Access to the Course

From the tab “Access”, you can define who can actes digital material of the course, as well
as some registration process options (e.g. freistragjon, registration confirmed by the course
administrator, registration using a code and desadjistration), as illustrated in Figure 2.13.

Introduction to the training scenario concept {(C533.1)

B Course [Normal View]
Management Options Sefvices Administrators Description Information Registration
@ Settings

’

Course Access Policy

-

T
Courseilntruducticln ta the training scenario concept

Course Code|C523.1

Digital material access

TR K

options {3 1 Free access to all users
DOCu(mL:riltutsti’sr’n?ggtessi ;I'., '@ Access allowed only to registered users
"_':" .} Free Registration
Registration process ‘!é’ @ Confirm Registration
options K?j ) Register with a code
2_'} ! Disable Registration

Update

Figure 2.13 Access to the course
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2.4.6 Registration to the Course

In this section you can manage the Registrationge®to your course by checking the list of
Registered User@igure 2.14).

Logged in as user Mada

Introduction to the training scenario concept (C533.1)

Services Administrators Description Information Access Q Registration

User Registrations

“® Course Page [Mormal View]
Management Options
£y settings

I:/ I 4+ Registered Users (1) I £ Requests (D) g Insert ) Deadline (1) &

'm. Registered Users (1 to 1 out of 1)

- User No ¥4 Full Name &4 Username Delete
=—' ;E,g?_is'j Ungur Madalina mada [}

Update

Figure 2.14 Registered users

You can approve/ reject a registratiRaques(Figure 2.15).

Introduction to the training scenario concept (C533.1) ©® Course Page [Normal View]
Management Options Services Administrators

Description Information Access
{? SeIbnos User Registrations
I: i Registered Users (1) I g Requests (0) I & nsert ) Deadiine (1) &
m Mew Registration Reguests (1 to 1 out of 1)
: E:;I]:r;rnatlon User Mo 84 Full Name 14 Username Hctote
(733
Update

Figure 2.15 Registration requests
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By selectingnsertyou can choose from the list of platform usersahes that you would like to
follow the Course.

Introduction to the training scenario concept (C533.1) £® Course Page [Mormal Viey

Management Options Services Administrators Description Information Access
E‘? rEliag- User Registrations
- \ o B I
= & Registered Users (1) &» Requests (0) I & Insert I &) Deadline (1) 3
EB- & Search &% Categories
- Ithaertssu'mt?'lr:na |—| Search Clear All users
=_ 4y Users (1 to 10 out of 24) SYSTFM
Fawarite Users

Full Name Username Register Date

admin admin admin 25 February 2011

Arapl Xenia xenia 10 March 2011

Dimaoleni Vanessa Dimaleni 18 March 2011

Ehlers UIF EFQUEL 12 April 2011

Fizserova Lenka Lenks 14 March 2011

Foglar-Deinhardstein Katharina KatharinaFD 14 March 2011

Georgakakis Andreas andreas 14 March 2011

Gerhard Plakolm plakge 11 April 2011

Helmstedt Connie chelmstedt 14 March 2011

Katslin Szépkuthy szepkuthykatslin 16 April 2011

Pages: 1| 2| 2| » »¥

Figure 2.16 Insert/Invite users to the course

Additionally, you can set a deadline for Registmatio your Course (Figure 2.17).

Lopged in as user Mada

Introduction to the training scenario concept (C532.1)

£B Course Page [Normal View]

Management Options Services Administrators Description Information Access % Registration

" =
3 Sethings User Registrations

o+
= 28 Registerad Users (1 i, Reguests (0) )y Insert ) Deadline (! .
= & Reg g (0) ] u
[L.1 /) Registration Deadline in Course
P Diecuflise [¥] activate Deadline
E Anplhioc 2011 useler:t first the hour and then the date
\npihiog 2 i

1o | [5

o |
IC.
=

30|31

|

™
3
[
£

=

200: [09[+]:[00[+] |

Figure 2.17 Deadline for user registration

2.5 How to create Announcements

This service allows the creation of announcememds dre visible to the registered users in the
course. The platform offers the necessary formshempreview, creation, update and deletion of

the announcements of the course. Also, the annowetdecan be automatically sent to the e-
mail list of the course.
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In order to create Announcements go to:

Courses—> Select your course> Announcements> Announcements [Edit]
- New Announcement

Logged in as user Mada
Introduction to the training scenario concept (C533.1) 4R Announcements [Normal View]
Management Options Announcements I |_J’ New Announcement I
l’-j’m Settings
L_ I MNew Course Announcement
et Tltle|Cnurse info updated
EB ||_1 || B 7 U ABG”% = | Paragraph ~ | Fontfamly |~ |Fontsize -
m = a
| 8 8 85 £ A 2o
-
= Dear all,
z2Y Announcement
o Flease make sure to check the...|
%
o Dlnsert a link to digital item
@ T b":e'wmlz:: [7] Check if you want to send the notice automatically to the course mailing list
>’ Create Cancel
[
=

Figure 2.18 Create new announcement

Fill in the fields available:From (optional) andTitle, write and format the text of your
announcement and seleCreate Additionally you caninsert a link to a digital document
available on the platform and select the optioBé¢ad the announcement by E-mail setvice

Once you create the announcement, this will beladaiin the list on Announcement. You can
further Edit.? your Announcement or choose to Delet#t

Logged in as user Mada
Introduction to the training scenario concept (C533.1) 4% Announcements [Normal View]
Management Options k.( Announcements New Announcement
‘1"3 Settings
7 I Announcements (1 to 1 out of 1)
L Title Delete Change
B
. "
o 1) Course info updated ¥ f
» Date: 25 April 2011
B o
m Hello!
§ Fleaze make =sure that you...
-
ey
w
2
&ﬁ
o?
e:i

Figure 2.19 List of announcements
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2.6 How to use the Course Calendar

The course calendar presents the events relatdte tteaching of the course and are updated
during the semester. The events, depending on riigrgss of the course, are created by the
instructor or the lab staff and are presentedeadigistered users sorted by month.

In order to create Announcements go to:
Courses=> Select your course> Calender-> Calender [Edit] = Create =+

The course calendar presents the events relatdue tteaching of the course and are evolved
during the semester. The events, depending on riigrgss of the course, are created by the
Course Administrator and are presented to the texgs users sorted by month.

Include aSubjectfor the event and select tB¢aringdate and time and the duration of the event.
You can include a Description with guidelines femdents andnsert a link to a digital item
(Figure 2.20). In order to insert a digital itemasattachment to the event, it is important that
you first upload the digital item. More info on hdw upload digital items is available in the
sectionDigital Content Management.

- \ada o
Introduction to the training scenario concept (C533.1) €# Calendar [Normal view]
Management Options Calendar E New Event
‘f:} Settings

New Event

I S Introduction to the training scenario concept - Lecture 1

Period Started: ]

=
In the calendar that will appear select first the hour and then the day

Duration: 2|z| Hour{s) : | 0 |Z| Minutes

&g 0w WENS

Faragraph ~ | Font family ~ | Font size -
-aby
o A - |
A
At For Lecture 1 download the PPT presentation from here.
" +
)
)) Dlnsert t tal ite
i

Create Cancel

Figure 2.20 New event in the course calender

Once you have created the event, this will be diga in the Calendar (Figure 2.21).
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Introduction to the training scenario concept (C533.1) 4R Calendar [Normal View]

Management Options A% calendar

U Settings

:}5 Course Calendar

I— Date DurationSubject Description Delete Change
= | s April 2011, 02:00:00/Introduction to the training scenario | For Lecture 1, download the PPT Presentation %® j’
- hour:09:00 concept - Lecture 1 from here.

= —

=) +

7|

o

i

1= |

Figure 2.21 Event listed in the calender

2.7 How to use the Mail Service

As course administrator you have the opportunityde the mail service and send messages to
inform directly the registered users about varioogics related with the course. Each user
through his/her personal profile, can choose ifig€syants to receive those messages or not. In
each case, and to better inform the learners,igtteria of sent messages to the mailing list of the
course is presented on the course’s pages.

In order to create a Course Mail go to:

Courses—> Select your course> Course Mail > Course Mail [Edit]
- Send new message

Create a new message by writing its Subject anddeborand selecBubmit A copy of your
email will be saved in the Sent Messages list. Oyme submit a Message, all the students
registered to the course will receive your messagjdong as they have activated the E-malil
Services from their Profile page.

Logged in as user Mada

Introduction to the training scenario concept (C533.1) €R Course Mail [Normal View]

Management Options Sent Messages I -] Send New Message I
{‘:; Settings

el

= Subject: |New deadline for essay upload: 21/05/2011

Course Mail

I- I Flease make sure you all upload your essays ...

Content

B 7 U |9 | F2

Submit

Figure 2.22 Send new message
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2.8 Management of the Digital Content

The platform offers different Categories of Digiabntent that you can upload on the platform
such as: Lectures, Notes, Useful Documents, LinksAs Course administrator you are free to
edit and create new categories to suit your trgimeeds.

In order to manage your Digital Content go to:

Courses—> Select your course> Digital Content = Digital Content [Edit]

In order to organise your categories, se(gategories [Managetab.

Introduction to the training scenario concept (C533.1) “B Digital Content [Normal View]

Management Options | Lectures || Notes || Useful Decuments | | Links | [ Categories (Manage] |
€% settings Digital Content
4
= [f Directory Insert Old Courses
=
- Lectures
I 1] I View Order Title File Delete Edit Show Presentation Annotations Downloads
- Thers 2r= ne available documnents
- Update
9
Gl
e
4
i
il
3

Figure 2.23 Digital content management

Regardless of the type of content, the functiomaliavailable are the following:

a.Directory

Lectures MNotes Useful Documents Links Categeornies [Manage]

Digital Content

I/ Directory Insert Old Courses

Documents

View Order Title { File Delete Edit Show Presentation Annotations Downloads )
[ ] cmmmueimiotr-~t @ % /B B w :
BN U x /s @ @ 0 0
|3_| E)dElit;tE;’agoa) Think Scenarios, Rethink h_j % ; & F | 5
+ | BEmisl neee @l s £ (B B s 0

Update

Figure 2.24 Directory of useful documents

25



CerORGAﬂ&C

Here you can check the list of uploaded digitalteat) view the documents, edit or Delete them.
Additionally you have three options that you caalda as follows:

- Show. Check, if you wish the file to be visible in thermal view of the course

- Create Presentation Check, if you want the system to process theag®d file to upload to
enable the presentation through the platform.

- Allow Annotations: Check, if you wish to allow annotations from cees registered users on
the presentation

b. Insert

Selectinsert,describe your document by providing a Title andes®iption andelect Choose a
file to upload it.

Lectures Notes Useful Documents Links Categories [Manage]

Digital Content

—

Directory % Insert Old Courses
Insert
Upload File - Description
Title Settings

#| Show File
Check, if vou wish the file to be visible in the
normal view of the course

Create Presentation
Check, if you want the system to process the
uploaded file to upload to enable the presentation
through the platform.

Description
aEC O=ie=
| 9 v == Allow Annotations

Check, if you wish to allow annotations from
L Insert a link to course material courses registered users on the presentation

File El Choase File | Ng file chosen

Add Cancel

Figure 2.25 Insert/Upload a document

Moreover you can upload material by providing itRlUlink. You can do this in two easy ways:
either by selecting the Insert a link to coursearial tab<#1nsert a link to course material o

by switching the File menu to Link and inserting tdRL in the space provided as shown in
Figure 2.26.

Link El ://confolio.vm.grnet.gr/scam/6/resource/285

Figure 2.26 URL of course material

c.Old Courses
Search for already available digital content arsgrhit in your current course (Figure 2.27).
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Introduction to the training scenario concept (C533.1) “% Digital Content [Mormal View]
Management Options Lectures MNotes Useful Documents Links Categories [Manage]
"'«‘_!: Settings Digital Content

I_’

E! Directory Insert - 0Old Courses

- Insert Content from previous courses

Filter [ —"im—mi
'.!’.E (Keywords): | Apply Filter
i ’7‘ Select all Title Year Description

o 1) Thers are no available documents

f: Insert content to the current course

=

|

@

Figure 2.27 Search old courses

2.9 Why enable Annotations

Enabling this service allows the registered uséithe course to navigate in the course lectures
or notes, which have been previously processed @medented on the system and leave
comments or notes at several points on the preagsan{&igure 2.28).

copt of Marketing (Page 2 out o
WebCour: - SlideShow ~
ylorgantc n
Sgrednet st
The,Marketing Concept
NS
Marketing is all about, xenia | Annotation by Kenia
* Producing the righ
* For the right peopl jrianisses S
+ At the right price
* Atthe right place S
+ At the right time .
= Ata profit 3 This is & marketing plan
c ar Andvrnon
o
o sl
& Mo, I think that this explains the marketing concept i -
‘u!j‘ "
B

uuuuuu LN BN ENEREpa )

Figure 2.28 Document annotations

These comments can be seen by other users andstinector. It is also possible to create a
comment or note in response to a previous commet wser. In this way the educational
process is enhanced, since the opportunity of dsgnous communication between learners and

instructor via comments or questions on specifingsoof the presentation of lectures or notes is
provided.
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2.10 How to use Workspaces

This service enables a set of tools to help theldpwment of laboratory exercises, or the various
tasks related to the course. As course administyaio can appropriately set the parameters of
the electronic laboratory to allow the statementwafrking groups by the registered users,

determining the number of individuals for each greund the deadline for the statement. During
the teaching of the course, you can upload to yees the lab projects or tasks to be completed
by the working groups and uploaded by the deadline.

In order to manage your Workspaces go to:

Courses—> Select your course> Workspaces—> Workspaces [Edit]
- Create +

Create the new Workspace by choosing its:

- Type (Lab, Exercises or Projects),

- Number of people in the group(1-15)

- Deadline for Registration (Open or Set)
- Title

- Short Description

Additionally you can upload a document with furtigeiidelines

Logged in as user Mada

Introduction to the training scenario concept (C533.1) “B Lab [Mormal View]
Management Options @ New Workspace
N : -
WP Setings di Settings
p
E} Type |Lab |Z|
Number of _
et members in| 1 EI
- group e
I8 .
F | Deadline for | Open deadline |Z|
Working Groups
. Registration
s
(=20 Title |
o
‘J Shnrti
ET, Description |
e . 4
wal Detailed
il Description——
)) (Rules) |[.Choose File | no file chosen

Create Cancel

Figure 2.29 Workspace settings

Once you seledCreateadditional tabs will be available where you camlatp the information
on the project, manage participation to the projaptoad work of reference material (Figure
2.30).
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Introduction to the training scenario concept (C533.1) “A Lab [Normal View]

Management Options ™ 1st project
‘:"} Settings

g Settings | | Projects - Exercises | | Participations | | Uploaded Wark | | Reference Material |

Type [Projects_[]
Number of

members in| 1 El

group

I Deadline for “Qpen deadline EI
Working Group:

s
Registration |2011-04-25 20:07:07.0 @

Title i‘]st project

A Survey ...

Short
Description

A

Detailed
Description [
(Rules) | Choose File | ng file chosen

€ Inszert fils from previous periods

MYL IR e Qs @R

Update Cancel

Figure 2.30 Manage workspaces

The service for the projects upload allows the tecaorking groups to electronically send their
work to the system before the submission deadlihe. projects are organized and presented to

the instructor with all necessary information thgbwappropriate course management pages.

2.11How to create a Forum

Within courses virtual discussion can be supporidie platform provides a mechanism to
support these electronic discussions among useeafd course and on several topics (threads).

In order to create a new Forum topic go to:

Courses—> Select your course> Forum -=> Forum [Edit] -> Create a new topic

Introduction to the training scenario concept (C533.1)
Services Forums +  Create a new topic

[ course Page

E e t:) Create a new forum topic 1) Information

[®] calends ; ;

|- i Disciission —* You can start a new topic for this course

“* Course Mail Topic: ‘ | "Introduction to the training scenario concept”
!U Digital Content i

= The topicshould not exceed the 64 characters

M workspaces
I‘_J' Forums | Message: — Fill in the field [Message] the first message in the
T | discussion

7] cha

New Topic

Reservations
¥ Presentation Room
Video Conference

My Courses

v

%

& s

G.. Assessment
ui

<

m)

Figure 2.31 Create a forum topic
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Once you have created the New topic this will beeti in the Forum section (Figure 2.32).

Introduction to the training scenario concept (C533.1) p ] =di

Services 4 Forums Create a new topic

[@) course Page =
E ———— « Tepics (1 to 1 out of 1)

e Subject Started Messages Last post

(3

Course Mail ‘:ﬂ How to... 2011-04-25 gno mada 1 2011-04-25/20:24:52 and mada
Digital Content

Workspaces

Forums I

Chat

FAQ

Rating
Search
Assessment

Reservations

R Mo ¢ A

#5=  Presentation Room

L
.j Wideo Conference

ﬁ,' My Courses

Figure 2.32 Forum topics

In Edit mode, the course administrator is ableiéowor delete course forum topics.

Logged in as userxenia

Marketing Organic Produce {(OM3) 'T},‘ Forums [Mormal Wiew

Management Options ~ Manage Course Forum (1 to 1 out of 1)

L
‘L{::} Settings Yiew Delete  Subject Started Messages Last post

/3 z S : i i .
I_ Announcements F ® Ueeftl Fesourees 2010_ 11-09 ano 1 2010_ 11-09/11153:41 and

xenia Henia

Calendar
E-rail
Chigital Content

Workspaces

¢l (¢ [E)

Forums

Figure 2.33 Course forum view in edit mode

2.12 How to use Chat

The platform allows users to communicate directly the live chat. This service allows the
creation of chat rooms in which users can be cdedesnd exchange messages in real time.

In order to use the Chat service go to:

Courses—> Select your course> Chat - Chat [Edit] = New Chat room
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Services Chat Rooms & New Chat Room

Course Page

S
I_/ T e Create New Chat Room =* You can create a new chat room

=] Calendar

Chat [ — The field [Chat Tapic] may not exceed the 64
Course Mail Topic: | characters

] Digital Contant
. = The chat rooms are open for registered course users
Workspaces Create Cancel

*  Forums

B

e |

reoe
E Chat I
o

2

FAQ

@, Rating

H Search
t} Assessment

*8  Reservations

"-j’“- Presentation Room

Figure 2.34 Create a new chat room

Once you have created your Chat room you can g$ang it to communicate with other users
(Figure 2.35).

Live Chat - Topic: support

Services
[&) courss Pags

lj Announcernents [xenia]:Hil How are you?
=

.g Chat Room: support & Users

mylones

[mylonos]:Fine! And you? s
\ Calendar =
[xenial:great

" Course Mail [xenia]:did yvou see the new exercise?
[mylonos]:yes

[mylonos]:I need to ask vou some questions
Workspaces [=enial:please

|| Digital Content

= i )

Forurns
chat

FaQ

e Ee

Search
Azzessment
Presentation Room

wvideo Conference

B

My Courzes

43 Periods

P z009-2010

Figure 2.35 Chat room

2.13How to create a FAQ section

As Course administrator you can construct a list fafquently asked questions with
corresponding answers related to the teachingeottiurse or the lab projects to better inform
learners.

In order to create a FAQ section go to:

Courses—> Select your course> FAQ = FAQ [Edit] - New Chat room
- Create +
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First you can create a category to host your questi Once you have inserted your Category
title, selectCreate

Introduction te the training scenario concept (C533.1) “R FAQ [Normal View]
Management Options m Categories ~  New Category 5 Old FaAQ
& e

.:!5 Sodibg Create New Category

|_f.

E} Title | How to. use this section?

-

!.3' Create

=

-
7] ]

2

=
»

Figure 2.36 FAQ new category

Your title will then be displayed in the Categoriab. In order to start inserting questions and
answers, click on the Category link and selectNbBes Question — Answéab (Figure 2.37).

Introduction to the training scenario concept (C533.1) B FAQ [Normal View]
Management Options JBI Categories = Old FAQ
& i
S About this functionality
#
IE} Questions-Answers New Question-Answer
s
M tion-Ans
o @ New Question: WET
m Question gHow to Improve Your School's Waste Reduction and Recycling Program
- |/|B r U & = = = =| Paragraph |~ Fontfamily - Fontsize -
= (¥ 5 @ 3 55 = =)= 0 ][A -2 )
3 Reply | Inorderto..|
5|
)
)) Update Cancel
LT
e

Figure 2.37 Add new question in FAQ

Edit your question and provide an answer to it pressUpdate Your question will then be
included in the corresponding Category list.
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2.14How to Rate your students on the course

An important service is that of management and gmtagion of the grades. As course

administrator you are able to import to the systeanspreadsheet with appropriate formatting

the score of registered learners for the coursgqs) the total lab score, the final score in the
course etc. For privacy reasons, each registerdoetcourse learner is able to see only his/her
personal grade for the various categories that baee described before.

In order to use the Rating service go to:
Courses—> Select your course> Rating = Rating [Edit] - Insert Rating

Download the template available Rating file (Figure 2.38), complete the four sectiohkser
No, Surname, Name, Ratand upload on it to the system.

Logged in as user Mada

Introduction to the training scenario concept (C533.1) €B Rating [Normal View]
Management Options Rating

"ﬁ::} LS Basic Categories Other Categories # Insert Rating Manage Categories

B

ey

= To enter the rating you need to create = spreadshest containing registered users and rates. The spreadshest must be
- compatible with MS Excel 87-2002 (.xIs). The file must be formated in columns and the first row must have the

- o der:

1. djInstructions  (User No, Surname, Name, Rate].

L &The submission of 2 new rating file will overerite the existing rating

=X KartefdaoTs To apxsio syyeypappévaw yia sicaywyr Babpohoyiag: g File

=

Category |z|

Rati File:
‘; = mg(_xl|:) |l Choose File J No file chosen
IB" I Insert
iy
o
»

Figure 2.38 Insert rating

2.15How to Assess your students

The platform offers you the opportunity to creagsessment tests to monitor the progress of

learners. Tests may contain multiple choice questiozvhose answers can be formatted as text,
or different files.

In order to use the Assessment service go to:

Courses—> Select your course> Assessment> Assessment [Edit]
- New Assessment

Create a test by filling in the following sections:

- Assessment Title

- Duration of the assessment (hours of minutes)

- Maximum number of effort (if the student can retake the test)

- Order of the questions(random or not)

- Period of assessment availabilitywhen students can take the test)
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Logged in as user Mac

Introduction to the training scenario concept (C533.1) 8 Assessment [Normal View]

Management Options Assessments [} New Assessment
Q‘-} e Mew Assessment
I_.ﬁ
B ;? Settings Access Questions
- Assessment Settings
[ﬁ Assessment Title : |Understanding the concept of Organic Agriculture
- Specify the maximum duration of this assessment
= Duration: :[]_[]_|z| hours : 1U_B minutes
53| Determine the maximum number of efforts by the same user
7 Efforts: i[] (Enter O for unlimited efforts)
i Determine the question presentation order
: I @
IE Random order [f oy check the order of guestion presentation will be randem for each user, Otherwise the order of
‘ﬁ presentation will take place with default order
'«z'! Specify the time pericd during which access to assessment is allowed
y e
» Started: [2011-04-23 09-00 =
Expired: [2011-04-26 09:00 [
Create Cancel

Figure 2.39 Create new assessment

The Access section will provide information regagdthe assessment access rights, while in the
Questions area you can start adding QuestionsunAssessment from Crez¥.

Management Qptiohs Assessments New Assessment |_/ Update
Settings Edit Assessment: [ Understand the Concept of Marketing ]
Announcements
Settings Access Queastions Update
} Calendar
Question
E-mail
Sl (EES : N A 1§ A%EI| || Format '. .ant family ™ Font size i
Worlspases R e R e = || A =282 | e

Forums
Sornetimes the Marketing Mix is presented by "the 4 Ps". Which of the following is
' ‘Chat not one of them?
Fag
" Rating
Assessment

A Course Statistics

3,
]

"s" Presentstion Room <DInsert a link to digital item
Optionally write a comment/hint for the guestion

Annotation:
Specify the suggested duration of response for this guestion
Duration: [I__VJ hours ¢ | 05 | minutes
Specify units (weight) of the guestion inthe assessment
Weight: |5

Determine the answer type

e =
Type: | Multiple chaice ¥ |
Reply:Specify the correct answer(s)

Select
# Reply Change Delete Correct Choice
0 Product f ® O
1 Price f % O
2  Place f ® I
3 Promotion f b 4 O
4  Protocol j %

Enter new choicec

Figure 2.40 Add question to assessment
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Insert your question and specify the duration efrésponse for the question, the weight of the
question in the assessment and determine the fygeswer. The following types of answers are
allowed by the platform:

- Simple textwhere you need to specify the correct answer
- Rich text where you o0 not need to specify a single correstvar
- File where you can upload a file as correct answer

- Multiple choice where you can insert various answers and suggesiorrect choice by ticking
it

After filling in all the fields select Update andre on to the next question.

2.16How to use the Course statistics

This service processes the information recordedthey system regarding the access to the
content, calculates various useful statistics (egarding the number of hits in the course, the
utilization rate of active services) and presehest graphically. It also calculates and presents
dynamically appropriate performance indicatorsha tourse after processing the grades data
from all courses instances, to help you evaluate dffectiveness of teaching and to draw

conclusions about the impact of specific changesteiaching of the course on trainees
performance.

In order to use the Course statistics go to:

Courses—> Select your course> Course Statistics

Organic Standards (OM2 - 2009-2010) R Course Page [Norr
Management Optians -
- - B Course Access Statistics ! Course Statistics
‘::: Settings
] 200
[ announcements i Course Access Statistics
= 264
) Galendar 2 2 Gite Service Gtatistics
=~ E-mail 240 243
IE Digital Content
W workspaces - 172
g
s Forurmis
i 2
T Chat =
121
@ rag Tas
95
‘V‘, Rating 1
- '3 65 2
B assessmant 60| 55
w.g! Course Statistics
25 425 J
H8" Presentation Room i g [ 9 5o 24
S :
%efevccfoerebasssassong - &
FISR2IAN2285555 85550558
Day

Figure 2.41 Course statistics
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2.17How to create a schedule for resources Reservation

The platform provides a service for the time-schieduand reservation of resources related with
the course.

In order to use the Reservations service go to:

Courses—> Select your course> Reservations> Reservations [Edit]
- New schedule

In order to make a new schedule for the courseuress specify the interval at which the
reservations are permitted and sel@aate

Introduction to the training scenario concept (C533.1) & Reservations [Mormal View]
Management Options Schedule Catalog New Schedule

‘f‘; Settings

I_'; New Schedule

= Course Introduction to the training scenario concept

(223 -

Course Code|C533.1
-
= Title: | Lst exam

1B

- |Reservations for the 1st exam

= Description:

& Specify the interval at which reservations are permitted on the resources of this schedule

4 Started: [2011-04-23 09:00 =

> Expired: [2011-04-27 09:00  [7
5 | —

[ s

Lo

Figure 2.42 Create schedule for reservations

At this point you can proceed to adding resourogbé¢ schedule. Go to the new schedule create
and selecCreate New Resour¢€igure 2.43).

Introduction to the training scenario concept (C533.1) “% Reservations [Normal

Management Options Schedule Catalog New Schedule nl Settmés [1st exam] |
i’:!; Settings

Create New Resource

Resource Title:

Description:

Res""’.?;::; Allow reservations by registered users EI
[Asv unapyouv epyacTipia pe opadeg epyadiag yia To palnual
Schedule Type: | Weekly Schedule E}
Maximum Number 11

St Restaationy: Fill out the maximum number of reservations that can make a group or a user throughout this schedule

MY Eve e e i PR

I Create

Figure 2.43 Create new resource in reservations (itould be better to add some text in Resource Titlend
Description)
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Describe the resource and choose the Reservagpenatiowing reservation by registered users
or by working groups, decide on the reservatiore tfygeekly schedule or individual dates) and
fill in the maximum number of reservations allowfed users or working groups.

Management Options Schedule Catalog MNew Schedule Settings [1st exam]

&% Settings v
i = New Reservation
',

Announcements Resource Title; 1stexam

- o
12, Calendar Window | .1

=~ E-mail Cefine a time-window for reservations

: . 7 Number ofi

[B| Digital Content Day: _Mond@f b Windows !

= [ Enter the number of windows you want to create
. v
= Warkspaces Start Time | 03 = 'Z-DD | serially

End Time 11 ) 0o v

& forums . = - :
= Available positions (reservations) for the resource for the above window

o Chat Number of o

@ Fan Reservations:

."‘ Rating Loeate

. ... S .
Figure 2.44 Editing reservation’s settings
Management Options Schedule Catalog Mew Schedule Settings [1st exam]
ey =
W Settings Available Resources for Scheduling
I_" Announcements Resource Reservations Time-Windows
== T
U2l Talendar ® At e Maxirnum
e j Window  Dates Nurnber of R Curre'?t Wiew
~ E-mail Reservations ST
sy 1 o, Monday- #
[l Digital Content S % Wl {09:00:00,11:00:00) 2 0 =
2 o Monday- =]
Warkspaces s % w.2 {11:00:00,13:00:00) 2 o ES)
{ v Manday- a0
Forums = |

> s % ] {13.00:00,15:00:00) 2 0 &8
w24 Chat Create New Window

o FAQ

- 4 Rating Create New Resource
g" Assessment

™1 Reservations

Figure 2.45 Reservation’s available resources fockeduling

2.18How to use the Presentation Room

The platform supports live broadcasting of a presén given by an instructor using video and
audio synchronized with presentation slides. lalso possible to record the presentation and
store it on the platform to be accessed by thenézarat different times.

In order to use the Presentation Room service (go to

Courses—> Select your course> Presentation Room—> Presentation Room [Edit]
- Create +

In order create your presentation, go Goeate and add a Title and Description to your
presentation. You can choose a document that wiiymchronized with the video.

Next, your presentations will be listed under tlmesentations tab. To start recording yourself,
selectCreate(Figure 2.45).
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)pged in as user mad, ) ) ) ) opout
Introduction to the training scenario concept (C533.1) “B Presentation Room [Normal View]

Management Options Presentations
G"‘b. Settings Live
oy, A Title Start Notice MolastibolorestalViaw Accescbie Doote] thesigh TONE . Edi
’ Create /'8 presentation
I_ = site
= test [2011-04-28 22:14:16.0 = wissrino | Ry i) % Gl = £
st -
i Update
-
o
it
i)
et

Figure 2.45 Create a recording

Make sure you have access to a microphone and \dewra. If you have also chosen a
document to accompany your presentation, changslittess fromSlide Numbewvhile recording
yourself.

Connected: 0 Show Users

Management Options

&% settings e ,,,,—— e
4 Announcements organic —vﬁ-ﬂ"
|— '%‘%Enel‘ n b S
[ calendar —— Lbary b s
-~ E-mail SWOT Analysis — The Business
[5 Digital Content Strengths
W workspaces * Long established
" = Quality product
& Forums 4SS .
s ong service capahility
=
Wl chat = Innovative capacity
@ FAQ Weaknesses
l_,[ R ating * Product-orientated
[} Aeeipn = Labor shortage
- o * Few financial resources
51 Reservations BUMEOET * No marketing research
gl Course Statistics Video Resolution | Quality |
)) Export course material using
SCORM standard
S5 presantation Room
O 176x144
(=) 320x240
) B40x480

Figure 2.46 Presentation room

2.19How to use the Video Conference

This service is used for the synchronous commuoitamong users of the system using video,
audio and text. This service makes possible fougsmf learners to meet in virtual space and to
communicate with video, picture and sound. The isenalso provides the opportunity for
dynamic processing and uploading of presentatiades| where presentation is synchronized
among the members of the conference call.
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In order to create a Video Conference go to:

Courses—> Select your course> Video Conference> Create

Any registered member in the course can createl@wonference room (thus it is provided in
Normal mode) to start collaborating with other gsepon a specific topic. This room will be

automatically removed after 30 minutes without iggrants.

Services

[&) course Page
B—

=

Announcemants
Calendar
Course Mail
Digita| Content

Workspaces

Rating
Search
Assessment
Reservations

Presentation Room

Video Conference

GlAMO9Ya @ de ig

My Courses

Introduction to the training scenario concept (€533.1) Course Video Conference Rooms

Video Conference

Subject Started
There are no active rooms
Create a New Room for Video Conference o
: =+
2 [
Subject: ‘Orgam:

Create

Users State

*fou can create a new videoconferencing room

The field [Subject] may not exceed the 64 characters

The rooms are automatically removed after30 minutes
without participants

Once you have
users.

Figure 2.47 Create a video conference room

created the Conference room you teaincemmunicating with other platform

Services

E] Course Page
B

Announcerments

Calendar

Course Mail
Digital Content
Workspaces
Forurms

Chat

FAaQ

Rating

Search
Assessment
Rezervations

Presentation Roomn

M BRYROEQLEE

Video Conference |

[ My courses

£ Perinds
P z010-2011

Teleconference - OM3

Xenia

[ oo In

mylonos

|[ upoad  |[  Hise I = ][ =

Craanic
Al

MOLE - SlideShow

+ Price
+ Place

Sometimes the Marketing Mix is presented by "the 4 P's:
* Product

+ Promotion

Marketing mix

| [Chat

wehy?

senia (01:12:50 AM)
Let's use our cameras
reglonos (01:13:29 Ab)
ok

| [ submit|y

<]

T»]

Figure 2.48 Video conference

39



CerORGAN|C
2.20How to Search through your course

This service utilizes the processing and indexingt thas been performed by the document
processing engine and offers to the course usaratant search tool based on keywords.

In order to use the Search service go to:

Courses—> Select your course> Search

The service takes as an input the terms of thelseard returns back to the user a list with links
to the educational course materials that meetehech criteria.

Logged in as user Mada

Introduction to the training scenario concept (C533.1)

Services

D Course Page &1 Search Course
Lf Announcements Keywords: |0rganic|

f® calendar oo

Course Mail
Digital Content
Workspaces
Forums

Chat

FAQ

Rating

Search I

Azzessment

Reservations

raglee@d g

Presentation Room

1>
“g Video Conference

4y My Courses
[

Figure 2.49 Search course
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Annex: Describing resources with metadata using MOLE
platform

Finding the table with metadata elements in MOLE phtform

1. Visit the CerOrganic Course Management Platform ope)
http://cerorganic.moleportal.eand login, using your login details

2. Go to your course page and click on [Digital Cotjten the left hand menu

COURSES INFORMATION STATISTICS'

Introduction to the training scenaric concept

Services C533.1 - Description 2011-05-08 / 2011-06-13
=) Co P
(S Corrarpn CerOrganic Pilot Training of Trainers Summer

|_’ Announcements Training scenarios provide an alternative, interactive way of training, T School

- as they consist of a set of activities that include nat only the | & vocational Training in Grganic Agriculture
traditional lectures and presentations but visits, hands-on exercises
and interactive activities as well. They describe a training activity, & Registration confirmation is required

] Digitsl Content

M Workspaces where the focus and starting point is a real life situation and not @ | registration Deadline:

& Forum theory. A training scenario refers to training goals within a topic, and | Qpen

B chat more specifically suggests training activities, use of resources, and

=t may also discuss the role of participating actors. The scenario may

W e be an idea that has already been developed and evaluated and

%= Presentation Roam found to be successful or a new idea that is being formed and

& prepared for implementation. Comse Aooess Statistics
This unit will provide an introduction to the concept of training 2 i

) Periods scenarios and how these can be implemented in the training i

context. During this lecture, the participants will be encouraged to | =

come up with ideas about their own scenario. These ideas will be :

presented in class and discussed with other participants. Mai Touv
Months (2011-05-08/2011-06-13)

P 2010-2011

3. Click on [Digital Content Edit]

CerORGAN

ROGRAMS' COURSES INFORMATION STATISTICS CONTACT

Intreduction to the training scenaric concept (C533.1)

Services w Lectures (1) Notes (2) Documents (4) Links (1)

[E) course Page =

|_I Announcements Siraibottofik

» Title File Presentation Annotations Description
Course Mail

] Digital Content .
Introduction to the training scenario concapt (C333.1) (5] - o i)

W workspaces
“‘ Forum

A rhar

4. For the first resource in the list, click on [Edit]
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Lectures Notes Useful Documents Links Categories [Manage]

Digital Content

il Directory Insert Old Courses

Lectures

View Order Title File Deletfe Edit fShow Presentation Annotations Downloads
Introduction to the training scenario concept (C533.1) L" b4 ; D I:‘ 23
Update

5. Click on [Information]

Directory Insert Old Courses |_1r Update

Update
Upload File - Description Settings' Information '
Title Introduction to the training scenario concept (C53| EEtEme
This is the presentation for course "Introduction to E Show File
the training scenario concept (C533.1)" Check, if you wish the file to be visible in the normal
view of the course
[T] create Presentation
i Check, if vou want the system to process the uploaded
Description

file to upload to enable the presentation through the
platform.

=i

i 1 [C] allow Annotations
Check, if you wish to allow annotations on the

D Insert a link to course material presentation from course registered users

B £ U s o g

| File E" L-i |l Choose File | Ng file chosen |

Update Cancel

6. You will see the list of metadata fields

Upload File - Description Sathings i Information
-
Save 2?07 | Identifier -
(SVE] 9
# Catalog Entry
General ] [
| 1 mole/cerorganic 344 e
Identifier
Title
Language
Description
Keyword
Coverage
Structure
Aggregation Level
LifeCycle 2l
Meta-Metadata 2l
Technical 2wl -
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In order to add a metadata description to your uess/units, you have to follow the steps
described in the next paragraph.

After you have reached the metadata table pageay@ueady to start describing the resources
with metadata. In this stage only the mandatoryanhett elements, which provide the basic and
required information about your resources shouldds=l.

Metadata elements in MOLE are grouped in 9 categpbased on the IEEE LOM standard:

1. General General i
2. LifeCycle — 21—
3. Meta-Metadata Meta-Metadata 2|~
4. Technical Technical 2|
5. Educational Educational 2|
6. Rights Rights 2=
7. Relation Relation 2|~
8. Annotation Annotation 7|»
9. Classification Classification 2~

Clicking one of these categories will open the ata fields contained in this category

STEP 1: Describing resources with metadata in Enggh
You have to include appropriate informationEnglish as well asn your native languagefor
the following metadata elements only:

e 1.2 Title

e 1.3. Language

e 1.4, Description

e 1.5 Keyword

e 3.4. Language of metadata

e 4.1 Format

e 6.1. Cost [always = NO]

e 6.2. Copyright and other restrictions [if you ceghthe resource set NO, else describe the
copyright information of the item, e.g. book]
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Save E Language [~
| Save | #
1] 54
General 2l Abkhazian
e — B Afar
fcle L1
o = Afrikaans
Meta-Metadata 2|~ Akan
Albanian
Identifier Amharic
E Arabic
Contribute Aragonese
Armenian
Metadata Schema
Assamese
Language Page 1|of18| b Bl | &

Figure 50: Selecting the language of the metadat3.4)

1.2 Title: By default, the title will be automatically enterédbwever, in order to achieve a
uniform way to name the presentations of the Cea@igtraining curriculum, we propose
to copy-paste the name of the specific training, unilowed by the number of the unit
(please see screenshot below).

-

Save ik Title -

| Save| %)
# Title Language

General 2= v

1 Course Management Platform (MOLE) (C532.3) English | -

Identifier

Title

m

Language
Description
Keyword

Coverage

1.3 Language:The language of the resource should be entered Bgrstart typing the
first letter in the field, the matching languaged appear from the pull-down menu (this
is the case for all pull-down menus)

s

save ? Language =
Save N
# Language
General ape |
1 | Engl} —
Identifier English
Page, 1 of1 e
Title
Language

1.4 Description: This will be a short description of the resourcer the presentations of
the training units, it is already available bothtive corresponding course page in the
MOLE platform as well as in the corresponding settvithin the presentation itself. For
other resources, a couple of sentences describegesource should be enough. You
should make sure that you select the languageeotiéiscription in the field next to the
description field.
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Save ?

Add new Description

Description

General e

Identifier

Title

m

Language

Description

1.5 Keywords: Please add at least three keywords describing igmaurce, one in each
field. Please make sure that you indicate the laggwf each keyword in the field next to
the keyword field. In order to add a new keywortkage use the [Add new keyword]
button on the top of the window (see screenshatvijelThe green (+) sign should only be
used for adding a translation of an existing keyvor

-
Add new Keyword

General 2 |-
Identifier

Title

Language

Description

Keyword

Coverage

Structure

Aggregation Level

LifeCycle 2l

Meta-Metadata 2 [

3.4 Language of the metadata: The main language of the metadata record should be
provided (English for most cases), by selectingnftbe pull-down menu.

Save 2
General 2 |-
LifeCycle e
Meta-Metadata 2|
Identifier

Contribute

Metadata Schema

Language

m

# De=cription

Language

1 'This unit aims to: = provide a definition and usage of... English

Keyword

# Keyword
r

2l MOLE

2

Keyword

# Keyword
1

Language

#

|
1 | English|

m
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4.1 Format: The format of the resource should be provided hHerenost cases it will be
automatically completed; however the accuracy if éimtry should be checked by the one
annotating the resource.

Save ? Format -
Save| @
#
General e
1 application/vnd. ms-powerpoint -
LifeCycle 2|~
Meta-Metadata ?H-
Technical 20=H |7
Format

6.1 Cost: This value should be set to “No”.

save 2h - Cost ]
#
i ~
General 2l Mo
Yes
LifeCycle Pl =
Page 1 of1 s
HMeta-Metadata 2
Technical -
Educational 2li~hl |2
Rights Flia
Cost

pyright and Other Restrictions

Description

6.2 Copyright and other restrictions: If you created the resource (e.g. the presentation)
set this to NO, otherwise (e.g. in the case of akp@lease refer to the copyright
information of the specific resource.

-

Save 7! [7] | Copyright and Other Restrictions ~]
| Save | #
i |
General 7/ No
| Yes
LifeCycle 7~ =
Page| 1 |of1 el |-
Meta-Metadata 2l
Technical 7=
Educational 2=k |5
Rights 7|~
Cost

Copyright and Other
Restrictions

Description
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STEP 2: Translate metadata in your own language
Provide the translation for the metadata elemesili4 & 1.5

1.2 Title

Enter the translated title by clicking on the greesign

General

»

21—
—
2 Haa

Identifier

Title

m

Language

1.4 Description
Enter the translated description by clicking ongheen + sign

#

1

Title -
@]
Title Language Add New Translated Title
Course Management Platform (MOLE) (C532.3) Englizh -

Upload File - Description Settings i) Information
-
Save 28
| Add new Description |
Description I
General HE =
dentifier # Description Langual Add MNew Translated Description
= 1 This unit aims to: - promotes the principles of a viab... English -
e
= 2 Aceasta unitate are drept scop: Promovarea de pri...  Romanian; Moldavian; Mol... ==
Language
Description

1.5 Keywords (please make sure that you scroll dowand translate all keywords)
Enter the translated keywords by clicking on theegr+ sign

General

»

|l
Identifier

Title

m

Language
Description

Keyword

|Add new Keyword|

#

1
2

Keyword

Keyword
r
MOLE

Write a Keyword...

Keyword

in your own local language (Czech / German / Gy/dékngarian)
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»

Languagll add New Translated Key

r
Englizh

Please =elect the language. ..

word
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STEP 3: Translate existing metadata

You have to contact WP2 leader to let him know tihat rest of partners can now introduce
translations for elements 1.2, 1.4 & 1.5. For instg you are Greek and you uploaded a unit in
your Curriculum, you initially created metadataBnglish for it and later translated 1.2, 1.4 &

1.5 into Greek. Now it is time for our Austrian, €&h, German and Hungarian partners to
include translations for elements 1.2, 1.4 & 1.5Amstrian, Czech, German and Hungarian
respectively. At the same time, you will be askedranslate others’ metadata into your local
language.

Notes:
1. You are asked to repeat the procedurafiothe resources available in this course
2. You are asked to repeat the proceduredibrof your courses/units in MOLE
platform

NOTES: Please make sure that you read the following beftan¢ing/completing the description
of resources with metadata:

1. Please make sure that you press the Green Sawm lfatt the top of | ..
the metadata categories list) every once in a whitel at least while

——
finishing with the description of each resourcehwihetadata. The ... —
system has an auto-save mechanism, however, ittamihice if we dentifor
could make sure that all metadata records are daefede we leave =

the metadata editing page. Language ||

2. Please prefer to use not-formatted text when temnsfjy information from e.g.
Presentations or Word files. Just to be on the s, it would be ideal if information
coming from these sources are first copied andegasto a textpad/notepad file and then
copied and pasted in the metadata forms.

3. In order to be able to start the metadata trawsidgtsk, all partners involved in this task
should be assigned Course Admin rights by eactegirqggartner who is responsible for
each course. So, for example, in order for me $ayasadmin rights to my Course 532.1,
I will have to add as admins to this course all gagtners who are working on the
translation of metadata. For this to happen, eaofeq partner who is working on the
translation of metadata should provide us withrthme of the person responsible of this
task. Then, each partner should add all the narinak these persons as admins in all his
courses/units in the MOLE platform that he is rexspole for.

To this direction, you shoulEdit] your course (orange button at the top right coaifer
the Course screen), go to Administrators tab ankkersare you add all partners involved
in the translation. This can be done by pressiegsiteen + button below the last course
administrator (see red circle in the image bel@®w), for all courses, the administrator tab
should look like the image below (but including thié names of the persons involved in
the metadata translation task:
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3 Useful links

MOLE central installationhttp://www.moleportal.eu/

CerOrganic MOLE plaftomhttp://cerorganic.moleportal.eu/

CerOrganic project websitattp://www.cerorganic.eu/

Learning Object Metadata standard:
http://ltsc.ieee.org/wgl2/files/[LOM_1484 12 1 vindli Draft.pdf
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